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Through Uplink Employer Self Service you now have access to enhanced
services 24/7.

This web-based initiative from the Indiana Department of Workforce
Development will allow you to access and maintain your state unemployment tax

account easily and at your own convenience.

The Large Scale Employer Separation software is a user friendly way for an

employer to establish an online profile for each period of layoff or shutdown.

To get started you sign on to ESS at www.in.gov/dwd and access the Large
Scale Employer Separation software.
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LSES Advantages

e Reduced / Eliminated Fact Finding
e Faster Payments

e Reduced questions from employees

What are the advantages of using this online application?

One of the biggest advantages to you is if you provide the income prior to the
layoff, the agency should not have to contact you concerning deductible income.

This means the number of contacts an employer receives from the agency will be
greatly reduced. In the past, you could have received literally hundreds of

individual requests for income related issues.

Now, by using the online application, you can provide the department with that

information up front and contained in one file.

This will lead to more timely payments to the claimant, which leads to reduced

questions from the employee to you the employer.
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CSV Files

¢ Universal file format

e Works with Excel and other spreadsheets
» Not dependent on the version of software

e Virtually any software can create a CSV
file

The secret to this program is that the wage report downloaded to you is in CSV

format.

CSV stands for Comma Separated Value.

This is a universal format. It works with any type or version of spreadsheet

software.

Sound easy enough?

Lets get started.
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How do you access the Large Scale Employer Separation screen?

First, you must access the Uplink ESS system.

The easiest way is to click on the Employer Self Service link on the right hand
side of the screen.
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Click on the link in the center of the screen to access the ESS (Employer Self

Service system).
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On the logon screen, you will enter your Username and Password that you
previously created in the Employer Self Service (ESS) system and then click on
the Logon button.



Tuesday, May 29,2007 © b | Contact | Resources [ Logort_ |

EMPLOYER SUMMARY 19 LY ||n

wnemployment programs

Doing Business As : Business Type : Corporation For Profit

Prmary Address WT Payment Due
> Home
2 Quarterly REPOMiNG_ I Cyrent voar Rate 2007 2.7%
» Make A Payment
se 2 Paypren! Lisl Date 10/01/2005
» Profile Maintenance
= Employer Sammary | S ctve
= swive o
i it Business Acivy Specilzed Freiht (except Used Goods) Truckng, aymen Dte IR eyment Aicunt SRR Payment Type,
> Lisbites 04/30/2007 $189.00 Electronic Check
» payments
Rae oy 06/01/2006 $620 Manualcheck
» Confimation List 0510812006 $169.00 Manualcheck
> User Maintenance 03220005, 10 Mecual Check |
Qtr/Year] Total Wages| Taxable Wages [Contr Due| Contr Pd v Due [Penalty Pd [Other Due | Other Pd|Balar
12007 | $198800 700000 $169.00  $169.00) s000]  $009 soo g0 000 3000 0.0
4006 | $19,316.00 soo0] so00]  $o00) som] 009 soo| g0 000 $000 009
o006 | $19,316.00 soo0| $000]  $o00) som]  $009 soo] g0 4000 3000 $0.0
2006 | $19,316.00 soo0[ so00]  $o00) som] 009 soo] g0 000 $000 000
1206 | $194000 700000 $169.00 $169.00) som] 4009 soo] g0  $000 3000 $0.0
sooos | 475000  $7,00000 $10900 $169.00 som] 009 soo g0 000 $000 000
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Your Employer Summary page is displayed.

You will need to click on the Resource link in the upper right section of the screen
to access the Large Scale Employer Separations menu.
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The link for the Large Scale Employer Separation program is found in the left
hand column under the Related Services Information heading.
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Layoff Begin Date Recall Date Location Number Location Description
o 2]

» Home

» Quarterly Reporting

» Make Payment

» Profile Maintenance

» Employer Summary

» User Maintenance

~ Mass Layoff

¥ Layoff Information

» Download/Upload

» Add or Edk Employees
» Sunmary

» Confirmation

i

The Mass Layoff option, located on the left hand navigation bar, has a drop down

menu with five options.

If prior layoffs had been entered into the system, they would be listed on this

screen.

Since there are no lay off records shown on this screen, this will be your first
entry into the LSES screens.

Click on Create a New Layoff to get started.



Good Afternoon Ellen

Filds marked with an astersk * are required,

Please provide the following information pertaining to

Layoffbegn date *
Return to work date *

Location affected

MASS LAYOFF : LAYOFF iFORMATION
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Peroeralig_s| (mddivyys) oR A5 permanent © Indefinte © Use Date
View [OCSTONS

€ ___| Inthe event

| Contact person name: *

[Kathy Smith

—{ Phaone number: ret11-2222 (999-999-9999)

Ztasstayol Emal address: * fsmith@xyznet loo@yyy.az)
 Layoff Information i ox@yy.2z)
» Download/Upload Fax number: (999-999-9999)

» Add or Edt Enployess

¥ Summary g . o TE

» Confimation ade tion_Next

On this screen you enter information to create the layoff profile.

To enter a date, you can either manually type it in, using the correct format, or

use the calendar icon.

Keep in mind the orange asterisks indicate mandatory fields.

Once all the information has been entered, click on the Next button.
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MASS LAYOFF : LAYOFF EMPLOYEE

WORKFORCE

DEVELOPMENT

» Home

» Quarterly Reporting

» Make Payment

» Profile Maintenance

OR

» Layof nformatin f upload your employes It clk the :
» Download/Upload

» Add or Edit Employees ‘

» Sunmary

» Confirmation j

Notice as you move through the screens, the drop down menu on the left side

navigation bar will BOLD the item you are currently viewing.

You can tell at a glance how far you have progressed through the screens.
Notice on this screen print Download/Upload is shown in BOLD font.

This screen gives you the option to either Create the employee listing or Upload

it.

You must first create the report and save it before it can be uploaded.

Lets click on Create.
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» Home

e solectFile > S
» Quarterly Reporting
) Make Payment file format and you will nj

» Profile Maintenance

» Employer Summary Fiom
R 1F you wish to create a dowrid on Create

v Mass Layoff

1F you wish to upload your en) »
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Once you click on Create, the File Download window is displayed.

Click Open and an entire list of your employees from your most recent quarterly
wage file will be displayed.
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Your most recently filed quarterly wage record will be downloaded into whichever

spreadsheet software you use (such as Microsoft Excel, Lotus 123).

Edit the spreadsheet to show only those employees affected by this particular

layoff. Everyone else needs to be deleted from this report.

If you lay someone off that was hired since you submitted your last quarterly
report, they will need to be added to this spreadsheet. To add a new employee,
enter the social security number and their name to the bottom of this listing.

The easiest place to edit the employee listing is from this spreadsheet. By using
the scroll bar on the right side of the screen you can scroll through the entire
employee listing.

Please notice the scientific formula of the SSN column. This is due to the fact
that when the file is downloaded to you, the social security number column is not

wide enough to view the entire number.

To expand the column to the proper width, place your cursor on the cell
separator line between Column A and Column B. Left click and hold your mouse
down and drag the cell separator line to the right until the entire social security

number is visible.
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Keep in mind that some social security numbers start with zeros.

The leading zeros in the social security number will automatically be suppressed,
even after you expand the width of the column.

Not to worry. When you upload the file back to the Department, the leading

zeros will be part of the social security number.

If anyone on the spreadsheet has or will receive any type of severance, vacation
or holiday pay, complete the appropriate columns showing the gross amount of
the payment and how many weeks or days the payment will cover.

Please note holiday pay is shown in days but severance and vacation pay are
listed as weeks. Any portion of a week is rounded up for vacation or severance
pay. For example, if you paid someone three days vacation pay, it will be shown
as one week. But the gross amount will reflect the actual payment.

Once you have a complete listing of the affected employees and have indicated
the gross amount of the vacation, holiday or severance pay, you are ready to
save the file.



Type a question for help  ~

The Save As box will default to the CSV format. You need to make certain you

maintain that format.

Why?

This assures when you upload the file back to the department, it will be in the

correct format.

Click Save.
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Once you click on the Save button, this pop up window is visible asking if you

want to maintain the file in CSV format.

You will be asked this multiple times.

You need to click Yes, each time, to assure the saved file will remain in the

correct CSV format.

When the spreadsheet software closes, you will be taken back to the Layoff

Employee Information screen.
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.
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» Home
» Quarterly Reporting .
— f

» Make Payment

» Profile Maintenance

» Employer Summary

» User Maintenance

* Mass Layoff
» Layoff Infomaion | I you vish o upload your employee st clck the "Upload” button
» Download/Upload
» Add or Edit Employees

You are now ready to start the process to upload the spreadsheet to the

Department of Workforce Development.

Click on Upload.



Good Afternoon Ellen

MAaSS LAYOFF

Upload the Lay0ff File

DEVELOPMENT

Upload the LayOff File

» Home

» Quarterly Reporting

» Make Payment

» Profile Maintenance

» Employer Summary

» User Maintenance

¥ Mass Layoff

» Layoff Information

» Download/Upload
» Add or Edit Employees
¥ Summary

» Confirmation

L

: UPLOAD\LAYOFFJFITE}

Tuesday, May 29, 2007

)

C\Documents and Setti * Browse...

© Heb | Contact | Resources | Logoff 4]

I I k
unemployment progar

You will need to click the Browse button to locate your saved file.

Once you locate the file, click on it and address window will populated with the

address.

You are now ready to upload the file.

Click on Upload.
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Good Afternoon Ellen

Mass LAYOFF :\SUMMAR

» Employer S . SR Bk . A
s rfiemal,  Hyperlink for last name === £cticiniororsiviuiiz

Clickto display Nemes starting with the letter

» Quarterly Rep

Severance Vacation Holiday

» Make Payment
el Delete SN LastName ~ FirstName  Pay MumberofWeeks  Pay  NumberofWeeks  Pay NumberofDays
» User Maintenance

T B £ 00 0 0 0 6400 1
+ Mass Layoff
—— [ eseesses  CoBB s 00 0 0w 0 70 1
» Dowrioad|Upload [ o9  ReD R 00 0 000 1 00 0
> AdorEdtEngloyees | 5 YaN P 000 0 00 0 000 0
» Summary
) Corfimation [ emees  WING A 00 0 20 2 0w o

Remove

This is the summary screen of the uploaded file.

If it is a case that you need to add or edit employee data, click on the hyperlink of

the individual letter of the employees last name.

From this screen, you can remove or edit employees that were included in this

layoff record.
You can also print a list of the affected employees.
Keep in mind you can only see a limited number of employees on this screen at

one time. For that reason, it is easier to make your corrections on the

spreadsheet itself and then upload the corrected file.
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First Namne: *
Severance Pay: fo.o Number of Weeks [0
Yacation Pay: fes0.0 Nuber of Weeks |1
——! Holiday Pay: fo.o Number of Days o Save | [ Clear Screen

~ MassLayoll
» Layoff Information
» DowrloadUpload Successfully added employees
, Add or Edit Severance Vacation Holiday
5 ;""‘":“ SSN LastName  FirstName ~ Pay Number of Weeks Pay  Number of Weeks Pay  Number of Days
» Confimation 666666666 COBB s 000 0 0 0 9.0 1
/999‘29‘?999 REED R 000 0 2000 1 000 0
001111111 VAN P 000 0 0.00 0 000 0
88858888 WING A 000 0 50000 2 000 0
fiished addng and editing employees cick the *Finished button -

Kl

There are a couple of ways to locate an employee.

You can manually type the social security number in the Employee social
security number field and click on the Search button.

Or you can locate the employee in the detailed listing on the bottom half of the

screen and click on the individual’s social security number link.
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unemployment programs

inthe
ayoff, or a letter for just the employees with a last name starting with that let

Click to display Names starting with the ltter
DEEGHIIKLY

» Profile Maintenance

» Quarterly Reporting

Severance Vacation Holiday
—|Delete 55N LastName  FirstName  Pay NumberofWeeks  Pay Mumberof Weeks  Pay  Numberof Days

» User Maintenance

~ Mass Layoll [0 eeseesees  COBB H 000 0 0.00 0 97.00 1
» Layoff Information O 555559555 JONES R 000 0 0.00 0 180.00 1
» DownloadfUpload 3 999999999 REED R 000 0 2000 1 57.00 1
» Add or Edit Employees "

» [m] 333333333 RICE R 000 0 1,00000 2 0.00 0
» Confirmation m| 444444444 SMITH R 0.00 0 0.00 0 15000 1
A 001111111 AN 2 000 0 0.00 0 000 0

[0 eseeeeess  WING A 000 0 5000 2 000 0

Once your data for this layoff is correct and complete, click on Next to finalize

and submit the layoff report.
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MASS LAYOFF : CONFIRMATION OO |Ink

i unemployment programs

ation number is: 809058

ou have successfully filed a mass layoff record. Yo

Please print this page for your records.

contact the ket claim,
the

or
Visit local office - for list of office locations click here.

» Layoff Information
» Upload Employees
» Add or Edt Employees

» Summary.
» Confirmation

This is your confirmation page that you have successfully submitted a layoff

record.

We encourage you to print this page as it contains your confirmation number.

You can access your Home Page by clicking on the Home button or click on the

Logoff button to exit the system.
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MasS LAYOFF : LAYOFF

DEVELOPMENT Layoff Begin Date Recall Date Location Number Location Description
O os/15/2007 08/20/2007 m
» Home O osf2je007 08/06{2007 m
» Quarterly Reporting E3 Create New Layoff

» Make Payment

» Profile Maintenance

» Employer Summary

» User Maintenance

~ Mass Layoff

» Layoff Information

» Download/Upload

» Add or Edit Employees
¥ Summary

» Confirmation

This is what the Mass Layoff screen looks like after you have accessed the
system and completed the data entry.

This particular employer has entered two records.

You would have the ability to copy an existing layoff record up to 60 days past
the original layoff date.
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Department of Workforce Development

~ Uplink LSES Assistance~
Jeremie Dexter 317-234-5410
jadexter@dwd.in.gov

Everett Stockton 317-234-4107
estockton@dwd.in.gov

Emily Rushton  317-233-4013
erushton@dwd.in.gov

Josh VandeVoort 317-233-9322
jvandevoort@dwd.in.gov

Thank you for your interest in the Large Scale Employer Separation Uplink
system.

If you need further information, please contact Jeremie Dexter, Everett Stockton,
Emily Rushton or Josh VandeVoort at the phone number or email addresses
listed on this screen.



